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Multipile Work Schedule Changes

QUICK REFERENCE GUIDE

Use this procedure to make a work schedule change for multiple
employees.

Perform this procedure when you need to make a work schedule change for
multiple employees. Employees working a compressed work schedule are
working less than the 5 days a week, but still working the required hours.
These employees may need to change to a regular schedule during holidays
or extended leave. This transaction can be used to change several
employees that may need to revert back to a regular schedule during a
week(s) that have holidays.

Prerequisites:

¢ The employees must be in an active status
¢ You must have access to the employee
¢ A change to the employees schedule is required
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Enter the Transaction code (PA71) in the command field

Click the green check
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Fast Entry of Time Data
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Fast entry of time data Feriod
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(%) Preselect using report
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Select 2003 Substitutions form the Fast entry of time data selection.
Enter the date of the change in the “From” and “To” fields in the Period section

o Always enter the “From” date on a Sunday, the beginning of a work week.
e For atemporary change enter the “To” date on a following Saturday, the end of a work
week (this may be for one week or several weeks).
o ***Employees starting a 24/7 schedule must begin with the start of a pay
period date (i.e. 3/1/2015).
o ***Employees ending a 24/7 schedule must end with the end of a pay period
date (i.e. 3/15/2015).

Enter the subtype of 01 in the “Sty” field in the Direct selection section.
Select the radio button “Preselect using report” in the Enter Personnel Numbers section.

Click the create button.
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Personnel Number Selection for Fast Data Entry
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Click the multiple selection arrow to the right of the Personnel Number in the Selection section.
This will open the Multiple Selection for Personnel Number window.

Enter the personnel numbers that need to be changed.

e These PERNRs can also be copied from a spreadsheet and pasted using the Upload from
clipboard button.

Click the button. This will close the Multiple Selection for Personnel Number window.

Click the Execute button
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Fast Entry of Time Data
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Personnel no. selection

Personnel Number Mame of Emp
1725 Lane Ansle
1726 Lane April
1727 Lane Arian;

Click the create button

Create 2003 Substitutions

& @ Other personnel numbers

Personnel number T... WS rule art End time From To
88881725 Lane Ansley 81 | 11/16/2814 11/22/2801

Click inside the “WS rule” field. Click the matchbox to the right of the field. This will open the
Work Schedule Rule window.

y Restrictions

4
grouping: 2

Holiday Calendar 1D: KY

PS grouping: 10

WS rule * Work schedule rule text PWS | Start Date End Date

IM-FT.50  Man - Fri 7.5 Hour Day FP046 01/01/1990 12/31/9999
2477 37.5HR 2417 P122  01/01/1990 12/31/9999
24/7C 37.5HR. 24/7 Compressed P122 01/01/1990 12/31/9999
lB-dSEIM-F 8-4:30 M-F Standard 7.5 PO46 01/01/1990 12/31/9999

3 UIFFE.53 53 53UrFURE Fudd ULl Tl
AITENYE  OFF1010107 50FFOFF PO51  01/01/1990 12/31/9993
AJTEVY3IE OFF121185.50FFOFF P114  01/01/1990 12/31/9999
AJTEVYAR OFFT SA1MMOOFFOFF P129  01/01/1980 12/31/9999

Select the Work Schedule Rule for the employee.

Click the Copy button after the selection is made, this will close the window.
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= Create 2003 Substitution
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= % Other personnel numbers

Personnel number T.. A
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Click the save button
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